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CEDRI Role Sponsorship 
This job aide guides you through the CEDRI Role Sponsorship Process. If you are a CEDRI certifier, CDX 

allows you, as an authorized official of a reporting organization, to delegate the authority to modify, 

sign, and submit reports to EPA to another user on behalf of your organization.  

You initiate the CDX registration process on behalf of another person (i.e. the Delegated Certifier) 

through the CDX role sponsorship function. The sponsored user is guided by CDX through the CDX 

registration process; including identity verification and signing of an Electronic Signature Agreement 

(ESA).  

 

As a Certifier you initiate the Role Sponsorship process by select the Ψwole SponsorshipΩ tab once you 

have logged into CDX (see Exhibit 1). 

 

Exhibit 1 

Note: The Delegated Certifier is authorized to perform the same tasks as the Certifier (i.e. 
Create and submit reports). However, a Delegated Certifier may not delegate their role 
to another representative.  

 
Registration for this role cannot be requested by a user. It may only be initiated by a 
Certifier through the CDX role sponsorship function.  
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Once you click Role SǇƻƴǎƻǊǎƘƛǇΣ ȅƻǳ Ŏŀƴ ǎŜŜ ǘƘŜ άwƻƭŜ SǇƻƴǎƻǊǎƘƛǇ ¢ƻƻƭǎΩ ό9ȄƘƛōƛǘ нύΦ {ŜƭŜŎǘ ΨwƻƭŜ 

{ǇƻƴǎƻǊǎƘƛǇκLƴǾƛǘŀǘƛƻƴΩ ƘȅǇŜǊƭƛƴƪ ǘƻ ǎǇƻƴǎƻǊ ǘƘŜ 5elegated Certifier role. Each of the three options are 

detailed in the next sections. 

 

Exhibit 2 
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Role Sponsorship/invitation 

Initiate Sponsorship Request (Sponsoring Certifier) 
To send a sponsorship request: 

1. Click the ΨwƻƭŜ {ǇƻƴǎƻǊǎƘƛǇκLƴǾƛǘŀǘƛƻƴΩ link (see Exhibit 2). You are taken to the ΨwƻƭŜ 
{ǇƻƴǎƻǊǎƘƛǇκLƴǾƛǘŀǘƛƻƴΩ page (see Exhibit 3). 

2. Enter ǘƘŜ ŜƳŀƛƭ ŀŘŘǊŜǎǎ ŦƻǊ ǘƘŜ ǇŜǊǎƻƴ ȅƻǳ ŀǊŜ ǎǇƻƴǎƻǊƛƴƎ ƛƴ ǘƘŜ Ψ9ƳŀƛƭΩ ŦƛŜƭŘ όǎŜŜ 
Exhibit 3). 

3. /ƭƛŎƪ ǘƘŜ ΨtǊƻƎǊŀƳ {ŜǊǾƛŎŜΩ ŘǊƻǇ Řƻǿƴ ōƻȄ ŀƴŘ ǎŜƭŜŎǘ Ψ/95wLΥ /ƻƳǇƭƛŀƴŎŜ ŀƴŘ 9Ƴƛǎǎƛƻƴǎ 
5ŀǘŀ wŜǇƻǊǘƛƴƎΩ from the drop down menu.  (Please note that if you are registered for 
other program services which have role sponsorshipΩ privileges, they will be available in 
the dropdown.)  

4. /ƭƛŎƪ ǘƘŜ ΨwƻƭŜΩ ŘǊƻǇ Řƻǿƴ ōƻȄ ŀƴŘ ǎŜƭŜŎǘ Ψ5ŜƭŜƎŀǘŜŘ /ŜǊǘƛŦƛŜǊΩ ŦǊƻƳ ǘƘŜ ŘǊƻǇ Řƻǿƴ 
menu (see Exhibit 3). This is the CEDRI role being requested for the sponsored user. 

 
Exhibit 3 

5. /ƭƛŎƪ ǘƘŜ Ψ{ǳōƳƛǘΩ ōǳǘǘƻƴ ǘƻ ŎƻƴǘƛƴǳŜΦ  

6. If you are a Certifier for more than one organization, you are prompted to select the 

role/organization you want to use to initiate the sponsorship request. 

7. Review the information in the ΨwŜƎƛǎǘǊŀǘƛƻƴ LƴŦƻǊƳŀǘƛƻƴΩ section for accuracy. 
8. To continue select the Ψ¸ŜǎΣ the provided email address is ŎƻǊǊŜŎǘΩ radio button to 

display the Ψ{ǳōƳƛǘΩ button (see Exhibit 4). 
9. Click the Ψ{ǳōƳƛǘΩ button. To confirm the email address you entered (see Exhibit 4). 
10. The system displays the email address of the user you wish to sponsor in the Ψ9ƳŀƛƭΩ 



Navigating CEDRI Role Sponsorship 

 

March 20, 2020 
Version 1.0 

field (see Exhibit 5). 
11. Enter the email address in the Ψ/ƻƴŦƛǊƳ 9ƳŀƛƭΩ field (see Exhibit 5) and click Ψ/ƻƴŦƛǊƳΩ 

button. 

 
 

 

Exhibit 4 

 

Exhibit 5 

12. hƴŎŜ ȅƻǳ ŎƭƛŎƪ Ψ/ƻƴŦƛǊƳΩ ȅƻǳ ŀǊŜ ǊŜǘǳǊƴŜŘ ǘƻ ǘƘŜ ΨwƻƭŜ {ǇƻƴǎƻǊǎƘƛǇ ¢ƻƻƭǎΩ ǇŀƎŜ ǿƘƛƭŜ 
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your request is processed. Two emails are sent: 

a) One to the Certifier sponsoring the request (you) confirming delivery of the 
request (see Exhibit 6). 

b) One to the person being sponsored for the Delegated Certifier role asking them 
to review and respond to the request (see Exhibit 7). 

 
 

 

Exhibit 6 
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Exhibit 7 

Receive Sponsorship Request (Sponsored User) 
If you are being sponsored by a CEDRI Certifier for the Delegated Certifier role, you are sent an email 

informing you of the sponsorship request (see Exhibit 7). The email provides you with the options to 

either review the request to continue the sponsorship process or cancel the sponsorship request. 

Review and Accept Sponsorship Request 
To review and accept the sponsorship request: 

1. /ƭƛŎƪ ǘƘŜ ΨǊŜǾƛŜǿ ǘƘƛǎ ǎǇƻƴǎƻǊǎƘƛǇΩ ƭƛƴƪ ƛƴ ǘƘŜ ŜƳŀƛƭ to access ǘƘŜ ΨwƻƭŜ {ǇƻƴǎƻǊǎƘƛǇΩ ǇŀƎŜ in CDX 

(see Exhibit 7). 

2. Click the Ψ/ǊŜŀǘŜ New !ŎŎƻǳƴǘΩ button if you do not have a CDX account or enter your user 
name and password if you already have a CDX account (see Exhibit 8). 

¶ If you have a CDX account: 

a) Enter your User ID and Password. 

b) Click the Ψ[ƻƎ LƴΩ button. wŜǾƛŜǿΩ page. 
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Exhibit 8 

3. Clicking either Log in (existing CDX account) or Create New Account opens the Role Sponsorship 

Review page where you may approve or reject the sponsorship invitation. 

4. Verify the information in the Ψ{ǇƻƴǎƻǊǎƘƛǇ LƴŦƻǊƳŀǘƛƻƴΩ table see (see Exhibit 9). 

5. Click the Ψ!ǇǇǊƻǾŜΩ button to proceed to the Ψ!ŎŎƻǳƴǘ wŜƎƛǎǘǊŀǘƛƻƴΩ page (see Exhibit 9). 
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Exhibit 9 

6. On the Account Registration page confirm the role and cƭƛŎƪ ǘƘŜ ΨwŜǉǳŜǎǘ wƻƭŜ !ŎŎŜǎǎΩ ōǳǘǘƻƴ 

see (Exhibit 10) to proceed to the Role Informatƛƻƴ Ψ!ŘŘ CŀŎƛƭƛǘƛŜǎΩ ǇŀƎŜ. 

 

 

 

Exhibit 10 
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7. /ƭƛŎƪ Ψ!dd FacilitiesΩ button to add facilities to your role see (Exhibit 11). 

 

Exhibit 11 

8. Provide facility information for your role. You have two options: 

¶ Enter search criteria for a facility and select the Ψ{ŜŀǊŎƘ CŀŎƛƭƛǘƛŜǎΩ button to select 
a facility. For more details about how to add a facility refer to (Manage My 
Facilities) job aide. 

¶ Continue with your role request without selecting a facility, and select a facility later 

after receiving access to the selected role. For more details on how to add a Facility 

after your receiving role access refer to (Manage My Facilities) job aide.  

 

 

 

9. From the Add Facilities page you proceed to the Ψ!ŎŎƻǳƴǘ wŜƎƛǎǘǊŀǘƛƻƴΩ page. 

¶ If you logged into an existing CDX account, the system auto-populates the ΨtŀǊǘ 
1: User LƴŦƻǊƳŀǘƛƻƴΩ section with your CDX account information (see Exhibit 12). 

¶ LŦ ȅƻǳ ŎƘƻǎŜ ǘƻ ŎǊŜŀǘŜ ŀ ƴŜǿ /5· ŀŎŎƻǳƴǘΣ ǘƘŜ ΨtŀǊǘ мΥ ¦ǎŜǊ LƴŦƻǊƳŀǘƛƻƴΩ ǎŜŎǘƛƻƴ 
allows you to establish your CDX user ID and password as well as enter the 
personal information required for your CDX account (see Exhibit 13). 

 
10. Enter the required user information in the fields specified (see Exhibit 13). 

 

Note: Preparers and Certifiers must share a facility to be able to work on the same 

submission package. 

Note: Please record the answers to your security questions as these answers will be 

confirmed by the CDX Help Desk in the event you need your password reset. CDX 

accounts are locked after three unsuccessful log in attempts or if the password 

expires (passwords expire in 90 days if not changed). 

https://www3.epa.gov/ttn/chief/cedri/Managing_Facilities_Job_Aide.pdf
https://www3.epa.gov/ttn/chief/cedri/Managing_Facilities_Job_Aide.pdf
https://www3.epa.gov/ttn/chief/cedri/Managing_Facilities_Job_Aide.pdf
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Exhibit 12 
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Exhibit 13 
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11. Enter organization information in part 2 (see Exhibit 13) 

¶ Existing CDX users may select a current organization or request to add an 
organization. 

¶ Users registering for a CDX account must first perform a simple search to determine 
if information for their organization exists in CDX. If the organization cannot be locate 
the organization may be added to CDX. 

12. Click the Ψ{ǳōƳƛǘ Request for !ŎŎŜǎǎΩ button to proceed (Exhibit 13). You are returned to the 

Ψaȅ/5·Ω page which now displays the pending Ψ5ŜƭŜƎŀǘŜŘ /ŜǊǘƛŦƛŜǊΩ role for the CEDRI program 

service (see Exhibit 14). ¢ƘŜ ǊƻƭŜ ǊŜƳŀƛƴǎ ƛƴ ΨtŜƴŘƛƴƎΩ ǎǘŀǘǳǎ ǳƴǘƛƭ ǘƘŜ ǊŜǉǳŜǎǘ ŦƻǊ ŀŎŎŜǎǎ ƛǎ 

approved by the role sponsor. 

¶ The system sends two emails: 

a) One to the Certifier who initiated the sponsorship request informing them that 
you have requested role access (Exhibit 15) 

b) One to you, the person being sponsored for the Delegated Certifier role, 
confirming that your request was submitted (Exhibit 16). 

 

Exhibit 14 
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Exhibit 15 

 

Exhibit 16 

 

Complete the Sponsorship Request (Sponsoring Certifier)  
When you receive the email for the person you are sponsoring for the Delegated Certifier role informing 

you they are requesting your sponsorship, you have the option to either continue processing or to 

cancel the request (see Exhibit 15). While doing this through the email link is one option, you can also 

continue or cancel the sponsorship request through Pending sponsorship/Request option in the Role 

Sponsorship tools. This is explained in Pending Sponsorship/Request section below.  

Cancel Sponsorship Request (Sponsoring Certifier) 
As a Certifier If you want to terminate the sponsorship request that you initiated for the Delegated 

Certifier you have the option to cancel the request. 
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To cancel the sponsorship request: 

¶ /ƭƛŎƪ ǘƘŜ ΨŎŀƴŎŜƭ ǘƘƛǎ ǎǇƻƴǎƻǊǎƘƛǇ ǊŜǉǳŜǎǘΩ ƭƛƴƪ ƛƴ ǘƘŜ ŜƳŀƛƭ (see Exhibit 15). The system 

navigates ȅƻǳ ǘƻ ǘƘŜ ΨwƻƭŜ {ǇƻƴǎƻǊǎƘƛǇΩ ǇŀƎŜ ǿƘƛŎƘ ŘƛǎǇƭŀȅǎ ŀ ƴƻǘƛŦƛŎŀǘƛƻƴ ǘƘŀǘ ǘƘŜ ǎǇƻƴǎƻǊǎƘƛǇ 

request has been canceled (see Exhibit 17).  

 

Exhibit 17 

Continue Processing Sponsorship Request  
To review and accept the request for sponsorship: 

1. As a sponsoring Certifier you receive an email to continue the sponsorship process. Click the 
ΨǊŜǾƛŜǿ ǘƘƛǎ ǎǇƻƴǎƻǊǎƘƛǇΩ ƭƛƴƪ ƛƴ ǘƘŜ email (see Exhibit 15) or review Pending 
Sponsorship/Requests in the CDX Role Sponsorship tool to continue the process. 

2. Once you click the link in the email, the system navigates you to the ΨwƻƭŜ {ǇƻƴǎƻǊǎƘƛǇΩ page 
(see Exhibit 18) 

3. Enter your User ID and Password to log into your CDX navigate ǘƻ ǘƘŜ Ψ{ǇƻƴǎƻǊǎƘƛǇ 
LƴŦƻǊƳŀǘƛƻƴΩ page (see Exhibit 18). 
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Exhibit 18 

4. Click the Ψ{ŜƭŜŎǘ an Existing wƻƭŜΩ option see (Exhibit 19). 

5. Click the ΨhǊƎŀƴƛȊŀǘƛƻƴΩ drop down to display the list of organizations associated with 
your Certifier role. 

6. Click the ΨwƻƭŜΩ drop down and select Ψ/ŜǊǘƛŦƛŜǊ-N/AΩ from the drop down menu ό¢ƘŜ άbκ!έ 

refers to an additional identifier which is not used by the CEDRI application). 

7. Click the Ψ!ǇǇǊƻǾŜΩ button to continue to the ΨwƻƭŜ {ǇƻƴǎƻǊǎƘƛǇ {ƛƎƴŀǘǳǊŜΩ page (see 
Exhibit 19). 
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Exhibit 19 

8. Review the Ψ9ƭŜŎǘǊƻƴƛŎ Sponsor !ƎǊŜŜƳŜƴǘΩ see (Exhibit 20). 

9. As a certifier click the Ψ{ƛƎƴ 9ƭŜŎǘǊƻƴƛŎŀƭƭȅΩ button to launch the CDX eSignature widget 
for you to securely sign the ESA (see Exhibit 20). 

 

Note: The electronic sponsor agreement is an agreement between the signature holder and you, on behalf of 
the organization that authorizes ǘƘŜ ǎƛƎƴŀǘǳǊŜ ƘƻƭŘŜǊΩǎ ŜƭŜŎǘǊƻƴƛŎ ǎƛƎƴŀǘǳǊŜΦ .ȅ ǎƛƎƴƛƴƎ ǘƘŜ ǎǇƻƴǎƻǊ ƭŜǘǘŜǊΣ 
you are authorizing the signature holder to sign and/or encrypt information for your organization.  
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Exhibit 20 

10. Review the disclaimer and click the Ψ!ŎŎŜǇǘΩ button to continue (see Exhibit 21).  

11. Enter your CDX password, the answer to the security question displayed or enter the SMS 
PIN, and click the Ψ{ƛƎƴΩ button (see Exhibit 22).  

12. You are returned to the ΨwƻƭŜ {ǇƻƴǎƻǊǎƘƛǇ ¢ƻƻƭǎΩ page and two emails are sent: 

¶ One email to the sponsoring Certifier (you) confirming that the sponsorship request 
has been completed (see Exhibit 23). 

¶ One email to the sponsored user confirming that the sponsorship request has been 
completed and a link to complete CDX registration (see Exhibit 24). The sponsored 
users Delegated Certifier role is now active. 
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Exhibit 21 

 

Exhibit 22 
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Exhibit 23 

 

Exhibit 24 
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Pending Sponsorship Requests 
Certifiers can go to Pending Sponsorship Requests to complete accepted role sponsorship requests. You 

can search the user information of someone that you have sponsored. 

1. Click ǘƘŜ ƘȅǇŜǊƭƛƴƪ ƻŦ ΨtŜƴŘing SǇƻƴǎƻǊǎƘƛǇ wŜǉǳŜǎǘǎΩ όExhibit 25) under Role 

Sponsorship/Invitation.  

 

Exhibit 25 

2. Once you click the hyperlink, you are taken to the Pending Sponsorship Requests ς Search 

page. 

3. You need to enter the details in search criteria to search for the sponsor that you 

requested. Please note that any of the criteria below can be used and all are not required. 

Exact match is optional. 

¶ Email (Exact match) 

¶ User ID (Exact match) 

¶ First Name (Exact match) 

¶ Last name (Exact match) 

¶ Organization Name 

¶ Program Service 

¶ Role 

¶ Program ID (Exact match) 

4. Once you fill the details of the user, cƭƛŎƪ Ψ{ŜŀǊŎƘΩ ōǳǘǘƻƴ όExhibit 26) to find the sponsor 

you sponsored. 
































